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CHAPTER I 
INTROilJCTION 
Statement of the Problem 
The main purpose of this study was to deter.mine 
the frequency of performance of the duties and actiT-
ities of the secretaries of high school principals. 
Secretaries were given an opportunity to indicate the 
frequency of performance of duties in columns headed 
'daily' or 'infrequently.' Space was provided for the 
respondents to indicate the degree of need for improved 
techniques in columns headed 'great need,' 'moderate 
need,' 'little or no need.' The findings of this study 
should prove helpful to teachers interested in develop-
ing a program for educational secretaries. 
Analysis of the Problem 
A more specific breakdown of the problem reveals 
the five following coordinate purposes: 
1. 'lb determine the frequency of performance of 
the duties and activities of the secretaries 
of high school principals 
2. To determine which aoti vi ties took more than 
two hours, one to two hours, one-half to one 
hour, less than one-half hour, weekly, monthly 
or less o:f'ten 
if' "" 
1' ~oeton Uni"versi ty 
'5chool of Education 
Li bi"ary 
3. TO determine the extent to which a need 
exists for improvement in the performance 
at the duties of the secretary 
4. Tb provide secretaries of high school 
principals with a much better knowledge 
of what is expected of them in their work 
5. To provide high school teachers with a 
basic educational training program for 
students 
Justification of the Problem 
2 
The data obtained in this study should be valuable 
for those secretaries who wish to improve their efficiency 
and should be helpful to educational institutions planning 
workshops and courses for the educational secretary. High 
school students who plan to obtain jobs as secretaries to 
high sehaol principals should be interested in this study. 
Delimitation of the Problem 
This study was limited to a survey of the reactions 
of high school principals' secretaries to their duties. 
activities, and training. This study was confined to two 
hundred public high schools in the New England States. 
Tbe survey did not include the superintendents' secretaries 
or high school students doing general office work through 
a cooperative training program. 
Organization of the Problem 
Chapter I presents the statement, analysis, and just-
ification of the problem. Chapter II presents related 
J 
literature. In Chapter III the methods of proeedure are 
presented. Chapter IV presents the analysis and inter-
pretation of graphs and tables. In the final chapter 
the summary and conclusions are presented. 
CHAPTER II 
RELATED LI'n!!RAWRE 
"An estilnated quarter of a million persons serve our 
public schools in a variety of capacities of a nonacademic 
nature, such as building service employes, bus drivers, 
food service workers, secretaries, and clerks." This 
was stated by H. H. Linnl in an article for Nation'~ 
Schools. He points oU:t that their services have an 
~portant bearing on the successful operation of the 
schools throughout the nation.2 
In the book entitled Secretaries Who succeed, Esther 
R. Beeker3 states, that the secretaries serve in· a non-
academic capacity and as time passes they are becoming 
more and more significant. They are no longer people who 
merely take a letter. The limelight now shared is that of 
a person who possesses skills, loyalty, efficiency and 
above all a secretarial personality. A secretary today 
possesses self-esteem. Many tasks or burdens have been 
placed on her shoulders; however, because of the occasions 
afforded in doing creative work or assuming new tasks, she 
1. H. H. Linn, "Personnel Policies for Nonprofessional 
Employes," Nation'~Schools, August, 1955, LVI, p. 32. 
2. Ibid. P• 33. . . 
3. Esther R. Beeker, Secretaries Who Succeed, p. 1. 
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finds additional scope for self-expression, and as a 
result beoomes a better adj~sted individual. 
The Certified Professional Secretary's Bulletin4 
states that today's secretary is a person with a high 
degree of judgment, culture, intellect, taet, and poise. 
Our secretary's profession is not a mere stepping stone 
occupation, but a career of responsibility and power. 
In the article, "Professional Training and Status 
for the Administrator's Secretary," Martha s. Luck, 5 
Northwestern University, states that the secretary is the 
one who usually is in the most advantageous position to 
get an over-all view of the entire school system. She 
continues to say that she has more personal contacts with 
the students and teachers than the administrator does, and 
that she is the firs·t person encountered by parents, mem-
bers of the local community, salesmen, and other inter-
ested visitors. 
Luck6 states that the secretary is a combination of 
teacher, administrator, and public relations person. Her 
training for, her understanding of, and her attitudes 
toward her tasks will play an important role in the success 
or failure of a particUlar school or office in which she 
works. 
4. "Certified Professional Secretary's Bulletin," The 
National Secretaries Association, 1955, p. 2. 
5. Martha s. Luck, "Professional Training and Status 
For the Administrator's Secretary," Nation'.! Schools, .April, 
1951, XLVII, P• 41. 
6. ~· p. 42. 
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The article also states that if a secretary is to 
ae~uire professional status, the following things are 
essential: 
1. Preliminary and in-service training that 
imparts skills and that is intellectual in 
character as well 
2. Motivation that shows a desire to serve others 
3. A willingness to improve continually, even if 
it means sacrifices 
4. Living and workiag by the educational secretary• s 
code of ethics 
5. Helping recruit replacements for educational 
secretaries who retire 
6. Working with the professional organizations 
for educational secretaries to set up standards 
for members of the group 
She also states that the test of professionalization 
is perfor.mance on the job. According to Martha Luck,? 
it may be attained in the following manner: 
7. 
1. Depends on the ilildividual worker--they .must 
bring to the jop a .mastery of the technical 
secretarial skills and knowledge that are 
their special and unique contribution to the 
educational task 
2. The educational secretary should master the 
technic of gathering and redistributing 
information 
3. She must have a thorough knowledge of tb.e 
business community in which her school or 
organization is located 
4. She must know the functioning organization of 
her own school system 
5. She must possess an ever-increasing sense of 
responsibility, realizing that constantly her 
"attitude is showing" 
Luck, loc. cit. 
--
6. She must have the knowledge that enables 
her to understand the people with whom 
she works 
7. She should know something of the history 
and philosophies of education 
8. She must know what is currently going on 
in the world and see those activities in 
relation to her own daily tasks 
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Marie A. Gal1agher8 states in the article, "School 
Secretaries Are Career Secretaries," that the following 
are some of the requirements for a school secretary: 
1. Due to the volume o:r stenographic work 
that is done, the school secretary should 
have above-average competency with the 
tools of shorthand and typewriting 
2. Personality and good judgment are two 
more vital factors for success and 
contentment in the position 
3. Disposition should not be easily ruffled--
temper and tongue should always predominate 
4. Mental alertness, leadership, initiative 
are desirable qualities--for the school 
secretary must always be "on her toes" 
In the Journal of Business Education, Dorothy H. 
Veon9 states, 
"The ability of the secretary to rise above the 
plane of mediocrity is dependent on the amount 
of responsibility she is capable of assuming. 
The height of a secretary's rise will be de-
ter.mined solely by the limitations she places 
upon he reel f. " 
8. Marie A. Gallagher, "School Secretaries Are Career 
Secretaries," Business Education World, _ November, 1950 1 
p. 151. 
9. Dorothy H. Veon, "A Secretary In A Large Law Fir.m," 
Journal of Business Education, February, 1953. 
In The National Secretary10 it states, that con-
centration on improvement for special training for 
school secretaries should be divided into the three 
following general areas: 
1. Personal competence, which includes 
a. Physical, mental, and emotional 
health 
b. Technical skills 
c. Efficient flow of work 
2. Professional competence, which includes 
a. Educational background 
b. Occupational intelligence 
3. Public relations 
a. Within the school 
b. With the community 
8 
Eleanor M. Dearden,l~ in an article for ~ National 
Secretary, states that workshops for school secretaries 
have been held at different universities. Those who 
attended workshops have tried some new method, adopted 
some new technique, or evaluated the tasks perfor.med 
daily. 
During the 1948 Workshop12 at the Western Reserve 
University in Cleveland, Ohio, the following facts were 
reported: 
1. As a worker, the administrator expects the 
school secretary 
a. To have adequate technical skills--
typing, shorthand, and the ability to 
spell 
10. ~orkshop For School Secretaries at the University 
of Maine," The National Secretary, llii (October, 1947), p. 27. 
11. Eleanor M. Dearden, "The President's ldewsage," 
The National Secretary, XIII, (February, 1948), p. 4. 
---lZ. Eleanor k. Dearden, "Workshop for School Secretaries," 
The National Secretary, XIV (December, 1948), p. 15. 
b. To have knowledge of office procedures 
Neat office, gpod filing system 
c. To maintain good public relations 
Good telephone techniques 
d. Efficient organization 
Plan work for slack period 
Keep school calendar and cheek list 
of duties 
2. As a person, the administrator expects the 
school secretary · 
a. To be loyal and sincere 
b. Tb be active in the community 
c. TO be alert to new trends in education 
9 
In the article on "Professional Training and Status 
for the Administrator's Secretary," Martha Luck13 states, 
that the educational secretary is a technician. The 
best technician is a highly developed person and human 
development takes co~tinuous and continuing education 
and training--pre-service and in-service. 
13. tuck, op. cit., p. 43. 
CHAPTER III 
ME'IHOD OF PROCEilJRE 
The procedure used in conducting this study is 
outlined below. 
10 
1. Before beginning the study, related literature 
was read. The purpose of reading this related literature 
was to help deter.mine what type of information would be 
most pertinent to a study of this kind. 
Letters were sent to Mrs. Lilyan Miller, 
President of the National Secretaries Association, and 
Ruth Anderson, Dean, North Texas State College and mem-
ber of the Institute for Certifying Secretaries, for the 
purpose of obtaining information regarding the educational 
program and management of the Institute. 
2. A letter of transmittal and a questionnaire was 
constructed. The questionnaire was divided into five 
parts, including general background infor.mation, typing 
activities, bookkeeping activities, stenographic and 
secretarial activities, and office machine information. 
3. Seventy-five questionnaires and letters of 
transmittal were sent to high school principals' secre-
taries in Massachusetts and twenty five to the principals' 
secretaries in each of the following states: Maine, 
New Hampshire, Vermont, Rhode Island and Connecticut. 
11 
The total questionnaires and letters of transmittal 
sent out to the high school principals' secretaries 
in New England am.oun ted to two hundred. One hundred 
and five questionnaires were received, .making a total 
response of 52.5 per cent. 
4. The data received on the returned question-
naires were analyzed. 
5. A summary and recommendations were written, 
based on the findings of the study. 
12 
CHAPTER IV 
ANALYSIS .AND INTERPRETATION OF DATA 
The main purpose of this study was to determine the 
frequency of performance of the duties and activities or 
the secretaries of high sehoo1 principals. 
Another purpose was to determine which activities 
fell within the following time spans: more than two hours, 
one to two hours, one-half to one hour, less than one-half 
hour, once or twice weekly, monthly or less often. 
'TABLE I 
iRE REIDRNS FROM CEECK LIS'IS BY STATES 
New England States 'lbte.l No No Usable Total 
sent Secretary Reply Returns Returns 
Massachusetts 75 9 32 34 43 
Rhode Island 25 0 15 10 10 
Vermont 25 .3 14 8 11 
Cennecticut 25 0 14 11 ll 
:Maine 25 3 11 11 14 
New Ham:J2shire 25 4 2 12 16 
Totals 200 19 95 86 105 
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A further purpose of conducting this study was to 
determine the extent to which a need exists for improve-
ment in the perfor.mance of the duties of the secretary. 
The next purpose was to provide secretaries of high 
school principals with a much better knowledge of what 
is expected of them in their work. 
Another purpose was to provide high school teachers 
with a basic educational training program for prospective 
school secretaries. 
As shown on ~BLE I, of the 200 questionnaires sent 
out to the secretaries of high school principals through-
out the New England States, 105 were returned, 86 of which 
were usable. T.he other graphs and tables in this chapter 
reflect the opinions of the secretaries regarding the 
frequency of performance of specific duties, the frequent 
activities and the infrequent activities, and the time 
spent on certain activities. 
Typing Activities 
Figure 1 shows that, among the typewriting activities, 
typing master carbons for the duplicating process was con-
sidered by 39 secretaries to be the most frequently per-
for.med daily duty, while 18 expressed the opinion that this 
was an infrequently performed duty. 
Typing straight copy work was listed by 32 secretaries 
as a daily prooedure and 22 felt that it was done 
14 
infrequently. This indicated that typing straight copy 
work was one of the chief a.cti vi ties o ocurring in the 
routine work of the secretary. 
Fifty-one secretaries stated that typing honor rolls 
was an infrequent duty which they perfor.med monthly or 
less often. 
Four secretaries state that typing programs of classes 
was a daily activity. However, special mention was made 
that this task was performed by these secretaries during 
the summer months when class schedules were being prepared. 
Forty-two other secretaries reported typing honor roll 
lists as a less frequent but important duty. 
T,yping attendance reports was considered to be a daily 
performance by 27 secretaries, while 16 felt that this was 
an infrequent activity. 
From three to 37 secretaries indicated that the following 
typing duties were performed daily: typing tabulation and 
statistical material, typing daily attendance sheets, typing 
rough drafts, typing telegrams, radiograms or cablegrams, 
and typing transcripts. From three to 36 secretaries per-
formed the above listed activities less frequently. 
Activities not on the questionnaire, but reported by 
individual secretaries to high school principals included 
the following: typing locker combinations, report card 
en·velopes, examinations, student insurance lists, defi-
ciency notices, and per.manent record cards. Although 
15 
these activities were not included in my questionnaire, 
they should be given special consideration when planning 
an educational training program for secretaries to high 
school principals. 
l.6 
TOtal Responses of Secretaries 
Responses 
10 20 30 
1. 'f'Ypewr1 ting master carbons 39 
for the duplicatin? process 18 
·2. Typing straight copy work 32 
3. 
4. 
.5. 
6. 
7. 
8. 
9. 
10. 
22 
Typing honor roll lists .51 
Typing programs of classes 4 
42 
Typing attendance reports 27 
16 
Typing tabulations and 6 
statistical material 36 
Typing daily attendance 37 
sheets 3 
Typing rough drafts 7 
28 
TYPing telegrams, radiograms 3 
or cablegrams 16 
TYPing transcripts 9 
10 
Fig. 1--Frequency of Typewriting 
Activities Performed By 
Educational Secretaries, 
According To TOtal Responses 
Legend: Perfoxmed Daily ____ _ 
Infrequently ____ _ 
40 .50 
• 
1.7 
Bookkeeping Activities 
Four secretaries indicated that placing orders for 
school supplies, equipment, textbooks, et cetera, was a 
daily routine, while 40 indicated that this was an in-
frequent duty. This was the most frequently performed 
bookkeeping activity which was done infrequently. Two 
secretaries stated that recording grades on per.manent 
office records was a daily routine and 36 checked that 
this was a less frequent activity. Making requisitions 
for purchases wa·s a daily task for nine and a less fre-
quent activity for 28 secretaries. 
The bookkeeping activities of making bank deposits 
and compiling weekly or monthly attendance reports have 
the same total number of responses. However, five 
secretaries felt that making bank deposits was a daily 
task and 31 replied that this was an infrequent activity. 
Compiling weekly or monthly attendance reports was a 
daily duty for s even secretaries, as they complete part 
of the report daily, and an infrequent activity for 29 
secretaries. 
From nine to 22 . secretaries recorded cash transactions 
daily and made out purchase orders daily, while 13 to 25 
performed these tasks less frequently. 
Recording daily attendance was the most frequently 
performed daily bookkeeping activity according to the 
replies of 31. secretaries, and only two responded that this 
was an infrequent activity. 
• 
18 
From one to 20 secretaries indicated that the following 
bookkeeping activities were performed daily: writing re-
ceipts, recording bank statements, writing cheeks, keeping 
a facUlty register, keeping a school register, recording 
grades on cumulative records, and keeping insurance records. 
From eight to 26 secretaries performed the above list of 
activities infrequently. 
The respondents wrote in some other bookkeeping activ-
ities which they performed imfrequently. They are: auditing 
invoices, recording invoices, assisting in preparation of 
school budget, keeping inventory records, keeping payroll 
records, selling and keeping meal tickets for the cafeteria, 
and checking incoming supplies • 
Total 
Responses 
19 
Responses of Secretaries 
0 10 20 30 40 
1. Placing orders for school 
supplies, equipment, text-
books, etcetera 
4 
40 
----------
2. Recording grades on 2 
permanent oftice cards 36 
3. Making requisitions for 9 
purchases 28 
4. Making bank deposits 5 
.31 
5. Compiling weekly or monthly 7 
attendance reports 29 
6. Recording cash transactions 22 
13 
7. Making out Purchase orders 9 
25 
8. Recording daily attendance 31 
9. Writing receipts 
2 
20 
12 
10. Recording bank statements 5 
26 
11. 
12. 
13. 
14. 
., 
15. 
Writing checks 
Keeping faculty register 
.. 
Keeping sehool register 
Recording grades on 
cumulative records 
Keeping insurance records 
13 
17 
-17 
12 
20 
8 
.3 
25 
1 
25 
Fig. 2--Frequenoy of Bookkeeping 
Activities Performed By 
Educational Secretaries, 
According To Total Responses 
Legend: Performed Daily ---
Infrequently ----
• 
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Stenographic And Secretarial Activities 
Answering the telephone was considered by 75 secre-
taries to be the most frequently performed daily secre-
tarial activity. This deserves special mention since there 
were no responses which stated that this was an infrequent 
activity. It must be pointed out that this activity had 
the highest number of responses of the en tire study. 
Composing and typing letters with or without instruction 
about content was indicated to be a daily duty by 42 secre-
taries, while 21 said that they performed this duty in-
frequently. 
Handling incoming mail was a daily activity carried 
out by 58 secretaries, and three did this infrequently. 
None felt that the preparation of graduation lists 
was a daily activity. However, 58 felt that this was done 
infrequently. Since this takes place once a year in most 
high schools this accounts for the above rating. 
Some of the other secretarial activities which are 
considered to be extremely important according to frequency 
of response are: handling requests for general infor.mation, 
taking dictation and transcribing notes, making appoint-
ments, preparing transcripts of grades, meeting school 
visitors, checking and filing of pupil program cards and 
life history cards, and sending out notices and bulletins • 
From 13 to 47 felt that the above mentioned activities were 
performed daily, while from nine to 38 felt that these were 
seldom performed. 
y 
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Folding and inserting letters, sealing envelopes, 
and preparing and filing material were both daily activ-
ities for 38 and an infrequent activity for seven. 
Issuing tardy slips was the daily duty of 42 secre-
taries and an infrequent activity for three secretaries. 
The three aforementioned activities have the exact 
frequency of response with 45 secretaries responding 
to each one. 
Many of the other secretarial activities are: pre-
paring annual reports for superintendents, checking absences 
in classes, keeping a calendar for entire school, assisting 
in program scheduling, arranging schedules of interviews 
with department heads for book company salesmen, dis-
tributing school supplies, and preparing annual reports for 
the state. 
Although these activities are of less importance than 
the first few, they are, however, of significance. For 
example, 36 secretaries checked daily attendance in classes, 
while four did this infrequently. Therefore, this activity, 
and the remaining ones, should not be regarded lightly, as 
a total of 40 secretaries expressed their opinion in regard 
to this matter. 
'Ibtal 
Responses 
22 
Responses of Secretaries 
0 10 20 30 40 50 6o 
1. Answering the tele- 75 
phone 
2. Compo sing and typing 
letters with or wi tb.- 42 
out instruction about 21 
content 
3. Handling incoming 58 
mail 3 
4. Preparing graduation 58 
lists 
5. Handling requests for 39 
general information 
6. Taking dictation and 
transcribing notes 
7. Kak ing appo in tmen ts 
s. Preparing transcripts 
of grades 
9. Meeting school 
visitors 
19 
47 
9 
4o 
10 
36 
18 
43 
8 
10. Checking and filing 13 
of pupil program cards38 
and. life history 
eard.s 
11. Sending out notices 29 
and bulletins 17 
12. Folding and inserting 38 
------
--
----------------
~-----
---
-·--
----~ 
- ·--
---------
1------
letters and sealing 7 ~-
envelopes 
Fig. 3--Frequency of Stenographic And 
Secretarial Activities Perfoxmed 
By Educational Secretaries, 
According To Total Responses 
Legend: Performed Daily ----
Infrequently --- - -
2.3 
Total 
Responses Responses of Secretaries 
0 . 10 20 30 40 50 . fJJ 70 
13. Preparing and filing 38 
material 7 ---
14. Issuing tardy slips 42 
3 
15. Preparing annual 4 
reports for super- 40 
in ten dents 
16. Che~ing absences in 36 
classes 4 
17. Keel>ing a calendar 
for en tire sch.ool 13 
year of activities 26 
that are to take 
place 
18. Assisting in program 6 
scheduling 32 
19. Arranging schedules 
of interviews with 9 
department heads for 28 
book company sales-
men 
20. Distributing school 22 
supplies 15 
21. Preparing annual 2 
reports for th.e 34 
state 
~ ,__ _________ _ 
--
1---------
!--·---
1-
~--------.; 
Fig. 3--Frequenoy of Stenographic And 
Secretarial .A.ctivi ties Performed 
By Educational Secretaries, 
According Tb Total Responses 
Legend: Performed Daily---
Infrequently -- --
-~ 
• 
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The Most Frequent Daily Activities 
The most frequently perfor.med daily activities are 
shewn in Fig. 4. 
It should be noted that 14 out of the 20 activities 
listed in Fig. 4 are classified as secretarial duties, 
with answering the telephone in first place, according to 
the responses of 75 of the secretaries of high school 
principals. _ 
Four duti es among those executed daily are type-
writing activities. The leading typing daily d~ty was 
the typing of master carbons for the duplicating process. 
Only two daily bookkeeping functions are among the 
top twenty. The top one, according to the responses, was 
the recording of daily attendance. 
This listing proves that stenographic and secretarial 
activities are the most predominant duties carried out 
daily by the secretaries of high school principals • 
25 
Total 
Responses 
0 
Responses of secretaries 
10 4) 30 40 50 60 
1. Answering telephone 75 
2. Handling incoming 58 
mail 
3. Taking dictation and 47 
transcribing notes 
4. Making appointments 46 
5. Meeting schoel 43 
visitors 
6. Issuing tardy slips 42 
7. Composing and typing 
letters with or with-
42 
out instructions about 
content 
8. Typing master carbons 
for the duplicating 39 
process 
9. Handling requests for 39 
general information 
10. Preparing and filing 38 
material 
11. Folding and insert- 38 
ing letters and 
sealing envelopes 
12. Typing daily attend- 37 
ance sheets 
Fig. 4--Frequency Of Daily Duties 
Perfor.med By Educational 
Secretaries, According To 
Total Responses 
Legend: Performed Daily ---- -
70 
Total 
Responses Responses of Secretaries 
26 
0 10 al 30 J.IJ 50 60 
13. Checking absences in 36 
classes 
14. Preparing trans- 36 
oripts of grades 
15. Typing straight eopy 32 
work 
16. Reaording daily 31 
attendance 
17. Sending out notices 29 
and bulletins to 
schools, school 
board members and 
raoul ty 
18. Typing attendance 27 
reports 
19. Recording cash 22 
transactions 
20. Distributing school 22 
supplies 
Fig. 4--Frequenoy Of Daily Duties 
Perfor.med By Educational 
Secretaries, According To 
Total Responses 
Legend: Perfor.med Daily 
• 
Infrequently Performed Activities 
The infrequently performed duties of the high 
school principals' secretaries, or those done once or 
twice weekly, monthly or less often, are shown in 
Fig. 5. 
Preparation of graduation lists was the most 
rarely perfor.med duty of the secretaries. 
~n of these infrequently performed duties are 
stenographic and secretarial duties. Four are typing 
activities with typing of honor roll lists perfor.med 
by the greatest number of secretaries, and eight are 
bookkeeping activities with placing orders for school 
supplies, equipment, or textbooks performed by the 
greatest ~umber of secretaries. 
27 
28 
Total 
.Responses Responses of Secretaries 
1. Preparing graduation 58 
lists 
2. Typing honor roll 51 
lists 
3. Typing programs o:f 42 
classes 
4. Placing orders :for 40 
school sapplies, equip-
ment, textbooks, 
etcetera 
5. Preparing annual re- 40 
ports tor superin-
tendent 
6. Checking and filiag of 38 
pupil program cards and 
life history cards 
7. TYping tabulation and 36 
statistical reports 
10 20 30 
8. Recording grades on 36 ---------
permanent office cards 
9. Preparing annual re- 34 - _______ _ 
ports for state 
10. Assisting in program 32 ____ --- __ 
·scheduling 
11. Making bank deposits 
12. Composing and placing 
articles in local 
newspaper 
31 
31 
40 
Fig. 5.--Intrequent Duties Perfor.med 
By Educational Secretaries, 
According To Tbtal Responses 
50 
Legend: Performed InfrequentlY----
60 
29 
Total 
Responses 
0 
Responses of Secretaries 
1 0 20 30 40 50 60 
13. Compiling weekly or 
monthly attendance 
reports 
14. Typing rough drafts 
29 
28 --------" 
15. Arranging schedules of 28 
interviews with depart-
ment heads for book 
company salesmen 
16. Preparing annual reports 28 
for- ei ty or town 
17. Making requisitions for 28 
purchases 
18. Reeoncilillg bank state- 26 
menta 
19. Keeping a calendar ~0r 
entire school year of 
activities that are to 
take place 
26 -------
20. Keeping names, addresses, 
distances, and rates of 26 
students transported by 
bus 
21. Recording grades on c~- 25 -------
ulative records 
22. Making out purchase 
orders 
25 
Fig. 5--Infrequent Duties Perfor.med 
By Educational secretaries, 
· According To Total Responses 
Legend: Performed Infrequently----
30 
Daily Activities Taking Over Two Hours 
Activities taking over two hours of daily perfor.mance 
in their order of response are shown in ~BLE II. 
TABLE II shows that an-swering the telephone takes 
over two hours of daily routine, according to 32 secre-
taries. 
Nine secretaries thought that typiag straight copy 
work and meeting school visitors took over two hours of 
daily perfor.mance, while six secretaries felt that making 
appointments and handling requests for general information 
took two hours of daily performance. 
Compiling weekly or monthly attendance reports, 
composing or typing letters with or without instruction 
about content, checking absences in classes, and operating 
a switchboard, were found to be equally important, according 
to the responses of five secretaries. 
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TABLE II 
DAILY ACTIVITIFS TAKING OVER TNO HOURS 
Activity N~ber of Responses 
Answering the telephone 32 
Preparing transcripts of grades 14 
Typing straight copy wor.k 9 
Meeting school visitors 9 
Making appointments 6 
Handling requests for general 6 
information 
Compiling weekly or monthly attendance 5 
repGrts 
Composing or typing letters with or 5 
without instruction about content 
Checking absences in classes 5 
Operating switchboard 5 
.32 
Daily Activities Taking One Tb Two Hours 
TABLE III shows that typing master carbons for the 
duplicating process was considered to be a frequently 
performed one to two hour daily activity as indicated by 
16 secretaries. 
Fifteen secretaries considered taking dictation and 
transcribing notes to be the next one to two hour daily 
activity, according to the frequency of response. 
Thirteen secretaries showed that answering the tele-
phone and typing straight copy work were of equal import-
ance in the one to two hour daily performed duties. 
Preparing transcripts of grades was considered the 
next daily one to two hour duty by nine secretaries. 
From eight to five secretaries felt that recording 
daily attendance, composing and typing letters with or 
without instruction about content, handling requests for 
general information, meeting school visitors, and selling 
and keeping records of meal tickets for cafeteria, to be 
the next activities performed from one to two hours daily. 
• 
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TABLE III 
DAILY ACTIVITIES TAKING ONE W 'IWO HOURS 
Activity Number of Responses 
i)'ping master carbons for the 16 
duplicating process 
Taking dictation and transcribing 15 
notes 
Answering the telephene 13 
Typing straight copy work 13 
Preparing transcripts of grades 9 
Recording daily attendance 8 
Composing and typing letters with 
or without instruction about content 
Handling requests for general 
info:rma tion 
Meeting school visitors 
Selling and keeping records of meal 
tickets for cafeteria 
7 
6 
6 
5 
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Daily Activities Taking One-Half To One Hour 
Meeting school visitors was the most frequently per-
for.med one-half to one hour daily activity as shown on 
~BLE IV, as indicated by 21 secretaries. 
Twenty secretaries felt that composing and typing 
letters with or without instruction about content was the 
next one-half to one hour daily duty they accomplished. 
Eighteen secretaries felt that taking dictation and 
transcribing notes and checking absences in classes were 
the next secretarial duties taking one-half to one hour 
daily. 
Answering the telephone was found to be the next 
daily activity in order of frequency, according to the 
responses of 16 secretaries. 
From 15 to 11 secretaries felt that the following 
activities were perfor.med from one-half to one hour daily: 
typing master carbons for the duplicating process, handling 
requests for general information, typing daily attendance 
sheets, recording daily attendance, and issuing tardy slips. 
35 
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TABLE IV 
DAILY ACTIVITIES TAKING ONE-HALF 'IO ONE HOUR 
Activity Number of Responses 
Meeting school visi~ors 21 
Composing and typing letters with 20 
or without instruction about 
content 
Taking dictation and transcribing 18 
notes 
Checking absences in classes 18 
Answering the telephone 16 
TYping master carbons for the 15 
duplicating process 
Handling requests for general 14 
information 
Typing daily attendance sheets 13 
Recording daily attendance 12 
Issuing tardy slips 11 
• 
• 
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Daily Activities Taking Less '!han One-Half Hour 
TABLE V shows that handling incoming .mail was a 
frequently perfor.med one-half hour daily duty accord~g 
to 39 principals' secretaries. 
Thirty-four secretaries stated that making appoint-
ments was the next occurring one-half hour daily duty in 
order of frequency of perfor.mance. 
Twenty-seven secretaries felt that folding and in-
serting letters and sealing envelopes to be the third 
daily one-half hour activity, according to frequency of 
response. 
From 24 to 13 secretaries indicated that the following 
duties were the next daily one-half hour duties: issuing 
tardy slips, preparing and filing .material, typing daily 
attendance sheets, writing receipts, typing attendance 
reports, keeping school register, and handling requests 
for general information • 
• 
• 
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TABLE V 
DAILY ACTIVITI:ES TAKING L~S WAN ONE-HALF HOUR 
Activity 
Handling incoming mail 
llaking appointments 
Folding and inserting letters 
and sealing envelopes 
Issuing tardy slips 
Preparing and filing material 
T,yping daily attendance sheets 
Writing receipts 
Typing at ten dance reports 
Keeping school register 
Handling requests tor general 
information 
Number of Resp0nses 
39 
34 
27 
24 
23 
20 
16 
14 
13 
13 
• 
• 
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Infrequent Activities Pertor.med Once Or Twice Weekly 
The most important activity done once or twice weekly 
was amking bank deposits, as indicated by 25 secretaries 
and shown on. TABLE VI. 
Making requisitions for purchases was the second most 
infrequent activity accomplished once or twice weekly as 
indicated by the responses of 19 higb school principals' 
secretaries. 
Seventeen indicated that participating in meetings 
with school principal was the next most frequently per-
fol11led of the less frequent activities. 
Making out purchase orders and composing or typing 
letters with or without instruction about content were the 
next activities performed by 15 secretaries. 
Fourteen secretaries stated that paying invoices and 
typing straight copy were the next once or twice weekly 
performed tasks. 
Thirteen secretaries agreed that typing rough drafts, 
typing master carbons for the duplicating process and 
writing cheeks were some other infrequent activities • 
• 
'J;ABLE VI 
INFREQUENT ACTIVITIES PERFOEMED ONCE OR 'IWICE 
WEEKLY 
Activity . Number of Responses 
Making bank deposits 25 
Making requisitions for purchases 19 
Participating in meetings with 17 
school principal 
Making out purchase orders 15 
Composing or typing letters with or 15 
wi t.hout instruction about content 
Paying invoices 14 
'!Yping straight copy 14 
'!Yping rough drafts 13 
Typing master carbons for the 13 
duplicating process 
Writing cheeks 13 
39 
• 
• 
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Infrequent Duties Performed Monthly Or Less Often 
~BLE VII shows that preparing graduation lists was 
the most frequently performed of the infrequent duties 
that were done monthly or less often, as indicated by 
58 secretaries, and next in frequency was the typing of 
honor roll lists. 
Forty secretaries indicated that they typed programs 
of classes monthly or less often and they also prepared 
annual reports for the superintendent. 
Thirty-~our secretaries checked that recording grades 
on permanent office records was the next monthly or less 
often activity performed. 
From 33 to 26 secretaries indicated that preparing 
annual reports for the state, checking and filing o~ 
pupils' program cards and life history cards, placing 
orders for school supplies, equipment, textbooks, et cetera, 
and preparing annual reports for the ei ty or town, plus 
reconciling bank statements were the next in frequency of 
monthly or less often activities performed • 
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TABLE VII 
INFREQ.UENT OOTIES PERFORMED MON'IHLY OR LESS OFTEN 
Activity Number of Responses 
Preparing graduation lists 58 
Typing honor roll lists 49 
T,yping programs of classes 40 
Preparing annual reports for 38 
superintendent 
Recording grades on per.manent 34 
office records 
Preparing annual reports for 33 
state 
Checking and filing of pupils 31 
program cards and life history 
cards 
Placing orders tor school supplies, 27 
equipment, textbooks, etcetera 
Preparing annual reports for city 26 
or town. 
Reconciling bank statements 26 
Activities For Which There Is A Great Need 
For Improved Techniques Or Short Cuts 
42 
The duties which need e. great amount of improvement 
in techniques or short cuts are showl!l in TABLE VIII as 
indicated by high school principals' secretaries. 
It shoUld be noted that five of these activities 
which need great improvement e.re stenographic and secre-
tarial duties and the other five are bookkeeping duties 
perfor.med by the secretaries. 
Forty-three secretaries felt that preparing tran-
scripts of grades was the activity which needed the most 
improvement in techniques or short cuts, and answering 
the telephone was another secretarial duty which is in 
need of improvement as indicated by 40 secretaries. 
The third secretarial duty perfor.med by the high 
school secretary which needs improved techniques or short 
cuts was checking absences in classes, and thirty-seven 
secretaries felt that keeping insurance records was in 
need of improvement. 
From 35 to 31 secretaries felt that the bookkeeping 
activities of recording grades on cumulative records, 
making out purchase orders, recording cash transactions, 
and placing orders for school supplies, equipment, text-
books, et cetera, were in need of improvement. 
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Thirty secretaries felt that the stenographic and 
secretarial duty of meeting school visitors should be 
improved, and the preparing of annual reports for super-
intendents was the tenth duty which needed an improved 
technique or short cut. 
TABLE VIII 
ACTIVITIES FOR WHICH 'mERE IS A GREAT NEED 
FOR IMPROVED TECHNIQUES OR SHORT CUIJ.S 
Activity Number Reporting 
Great Need 
Preparing transcripts of grades 43 
Answering the telephone 40 
Checking absences in classes 38 
Keeping insurance records 37 
Recording grades on cumulative 35 
records 
Making out purchase orders 33 
Recording cash transactions 32 
Placing orders for school supplies, 31 
equipment, textbooks, etcetera 
Meeting school visitors 30 
Preparing annual reports for 28 
superintendents 
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Activities For Which There Is A Moderate Need 
For Improved Techniques Or Short Outs 
The areas for which there is a moderate need for 
45 
improved techniques or short cuts are divided into the 
following categories: one typing activity needs moderate 
improvement, four stenographic and secretarial duties, 
and five bookkeepiag activities need moderate improve-
ment. 
T.yping tabulations and statistical reports are in 
need of moderate improvement as indicated by JJ secre-
taries and illustrated in TABLE IX. 
Twenty-eight secretaries felt that assisting in 
program scheduling should be moderately improved, and 
preparing and filing material needs improvement according 
to 26 secretaries. 
A moderate need for improved techniques in making 
requisitions for purchases was indicated by 25 secretaries, 
and the bookkeeping duty of recording grades on per.manent 
office records needs a short cut as checked by 24 secre-
taries. 
From 23 to 18 secretaries felt that the following 
duties were in need of improvement: issuing tardy slips, 
distributing school supplies, writing checks, keeping 
inventory records, and selling and keeping records of meal 
tickets for the cafeteria. 
TABLE IX 
ACTIVITIES FOR WHICH 'lliERE IS A MODERATE NEED 
FOR IMPROVED TECHNIQUES OR SHORT CUT.3 
Activity 
Typing tabUlations and 
statistical material 
Assisting in program 
scheduling · 
Preparing and filing material 
Making. requisitions for 
purcha·ses 
Recording grades on permanent 
office records 
Issuing tardy slips 
Distributing school supplies , 
Writing checks 
. 
Keep'ing inventory records 
Selling ·and keeping records of 
meal tickets for Gafeteria 
. ; 
Number Reporting 
Moderate Need 
33 
28 
26 
25 
24 
23 
21 
20 
19 
18 
46 
Activities For Which There Is Little Or No Need 
For Improved Techniques Or Short Cuts 
47 
TABLE X sh0ws those activities for which there is little 
or no need for improved techniques according to high school 
principals' secretaries. 
It is indicated in TABLE X that six of the duties which 
need little improved techniques are typewriting activities 
and the other four activities belong to the area of steno-
graphic or secretarial duties. 
Fifty-three secretaries checked typing master carbons 
for the duplicating process as being the first activity 
needing little or no improved techniques or short cuts. 
Typing honor roll lists needs little or no improve-
ment and the same may be applied to typing straight copy 
work and typing attendance reports. 
From 40 to 32 secretaries felt that the following 
duties, in order of frequency of response, needed little 
improved techniques or short cuts: taking dictation and 
transcribing notes, composing and typing letters with or 
without instructions about content, handling incoming 
mail., checking and filing of pupil program cards and life 
history cards, typing daily attendance sheets, and typing 
tabulations. and statistical material. 
TABLE X 
ACTIVITIES FOR WHICH mERE IS LITTLE OR NO NEED 
FOR IMPROVED TECHNIQUES OR SHORT CUTS 
Activity Number Reporting 
Little Or No Need 
T,yping master carbons for the 53 
duplicating process 
T,yping honor roll lists 47 
T,yping ·straight oo:py work 46 
T.yping attendance reports 42 
Taking dictation and transcribing 40 
notes 
Composing and typing letters with 38 
or without instruction about 
content 
Handling incoming mail 37 
Checking and filing of pupils 36 
program cards and life history 
cards 
T,yping daily attendance sheets 34 
Typing tabulations and statis- 32 
tical material 
48 
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General Questions and Comm.ents 
The first page of the questionnaire consisted of a 
group of general questions which each secretary was asked 
to answer. Some of these general questions were as 
follows: 
1. "How long have you been employed 
in your present position?" 
In answering this question a total of 75 secretaries 
responded, and the average number of years worked amounted 
to 8. 5 years. 
2. "Are you employed on a full-time 
basis?" 
In response to this question, 69 secretaries stated 
that they worked on a fUll-time basis and 14 worked on a 
part-time basis. 
The m.ajori ty of principal$'' secretaries worked on the 
average of 35 to 40 hours each week. 
TO the question, "Indicate by a check mark how you 
obtained your position," the replies from the 81 respond-
en ts were as follows: 
35 through personal application 
5 employment agency 
1 classified advertisement 
11 civil service office 
29 parents or friends 
The following were some of the comments received 
regarding the preceding question: 
1. "I was approached by the superintendent 
of schools and asked to fill an unexpected 
vacancy." 
• 
• 
2. "I received a phone call from the 
principal, asking if I would be 
interested in the position." 
3. "I was promoted from the Guidance 
Department. " 
4. "I applied fo'r a teaching position 
and no vacancies were available, but 
this job was offered." 
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In response to the question, "Were you required to 
take any type of clerical examination in order to obtain 
the position you now hold?"--21 answered that they had 
taken an examination for the position they now hold and 79 
stated that they were not required to take clerical exam-
inations for their present position. 
Fifty-five secretaries stated that they had previous 
secretarial office-work experience and 15 had no previous 
office-work experience. 
Some of the comments on the various types of work 
experience were as follows: 
1. "I have worked two years in a wholesale 
textile house and five years in a real 
estate and construction office." 
2. "I worked as a dental assistant and clerk 
typist, also as a Scout Camp Director." 
3. "I worked for two years for a state sen-
a tor who also had an in.surance and real 
estate office." 
4. "For three years I was employed as a 
teller in a savings bank." 
5. "I worked eleven years as secretary and 
treasurer of a private concern." 
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6. "I worked in a law office in Boston for 
fifteen years. I also have ten years of 
experience in the law department of a 
railroad in ·Boston." 
7. "For twenty-five years, I worked in the 
main office of a textile plant now out 
of business. While there, I a9.ted as a 
substitute bookkeeper, paymaster, and 
~itchboard operator. I also worked six 
months for the u. s. Internal Revenue." 
8. "I was employed for nine years as secre-
tary to the manager of the Spring Flower 
Show, and for five years I worked in the 
Accoun ting Department at the Fore River 
Shipyard." 
9. "I have the following work experience: 
I worked in the office at the Harvard 
Graduate School of Business, for the 
William C. Hotchkin Co·., at the Statler 
Hotel Office, and as secretary to a 
theater owner." 
In answer to the question ~ave you had any training 
beyond the high school level ?"--47 secretaries had some 
training and 22 said they had no formal training. 
Some of the schools and colleges attended by the 
educational secretaries were as follows: 
1. Katharine Gibbs Secretarial School 
2. Boston University, P.A.L. 
J. Fisher Junior College 
4. Burdett College 
5. Edgewood Secretarial School 
6. Chandler School for Women 
7. Salem Commercial School 
8. Secretarial +nstitute, Boston University 
9. Secretary's Workshop, University of 
New Hampshire 
10. Bryan& & Strat.to:n Bu.siness School 
11. Gorham State Teachers College 
Boston University 
School of Education 
Library 
• 
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In reply to the question, "Do you feel 'overburdened' 
with duties and responsibilities that you strongly feel 
could be done by others?", 27 answered "Yes" and 42 replied 
"No •" 
Some secretaries felt "overburdened" by their duties. 
The following are some of their statements: 
1. "I never leave my office with my work 
up to date. There is always a pile 
of unfinished business. I find that 
I have too many interruptions during 
the course of the day (parents, teachers, 
students; telephone calls, custodians, 
visitors, and salesmen). Most of the 
time I feel that the secretary to the 
headmaster needs a secretary." 
2. "Because we have no assistant principal, 
many duties have been added to the sec-
retary's work." 
3. "The physical setup of the building has 
all offices scattered, and as a result 
all business originates from the secre-
tary's desk. Duties need to be shared, 
but faculty members have the idea that 
secretaries are 'super human'." 
4. "There are too many interruptions for 
trivial things such as a piece of chalk 
or scotch tape, which could easily be 
handled by a supply clerk. These inter-
ruptions hinder more important work." 
5. 'When one is very capable, advantage is 
usually taken of that person." 
6. "I feel that the Guidance Director should 
do more with transcripts and warning 
letters. I feel that teachers could do 
more of their own typin.g." 
7. "There are many of my duties which a 
receptionist could do." 
8. "Personally, I feel that one of the 
greatest problems is the confusion of 
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a high school office. Often I find my-
self having to answer the telephone, get 
out a rush notice, look up something for 
my principal, answer a teacher's request 
for paper or other supplies, answer the 
questions of several students, and be ex-
pected to do all of these at the same 
time. Ver,y rarely am I able to start a 
job, however short, and finish it with-
out being interrupted--often more than 
once. I assume that the same problem 
exists in most schools." 
9. "I sometimes wish that I could be free to 
make my own decisions in my own department." 
• 
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CHAPmR V 
SUMMARY OF Fll"'fDINGS AND CONCLUSIONS 
1. The five most frequently perfor.med daily type-
writing activities performed by educational secretaries, 
according to total responses are as follows: 
a. Typing master carbons for the 
duplicating process 
b. Typing straight copy work 
c. Typing honor roll lists 
d. Typing programs of classes 
e. Typing attendance reports 
2. The ten daily and infrequently performed book-
keeping activities which were considered by secretaries 
to be important are, in order of frequency of response: 
a. Placing orders for school supplies, 
equipment, textbooks, et cetera 
b. Recording grades on permanent office 
records 
c. Making requisition s for purchases 
d. Making bank deposits 
e. Compiling weekly or monthly attendance 
reports 
f. Recording cash transactions 
g. Making out purchase orders 
h. Recording daily attendance 
i. Writing receipts 
j. Recording bank statements 
3. The ten stenographic and secretarial activities 
which received the largest number of responses for daily 
and infrequently perfor-med duties are: 
a. Answering the telephone 
b. Composing and typing letters with or 
without instructions about content 
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c. Handling incom.ing mail 
d. Preparing graduation lists 
e. Handling requests for general information 
f. Taking dictation and transcribing notes 
g. Making appoin tm.ents 
h. Preparing transcripts of grades 
i. Meeting school visitors 
j. Checking and filing pupils' program cards 
and life history cards 
4. The ten most frequently perfor.med daily activities 
by high school principals' secretaries are: 
a. Answering the telephone 
b. Handling incoming mail 
e. Taking dictation and transcribing notes 
d. Making appointments 
e. Meeting school visitors 
f. Issuing tardy slips 
g. Composing and typing letters with or 
without instructions about content 
h. Typing master carbons for the 
duplicating process 
i. Handling requests for general information 
j. Preparing and filing material 
5. The ten most infrequently performed duties of the 
principal's secretary are: 
a. Preparing graduation lists 
b. Typing honor roll lists 
c. Typing pro grams of classes 
d. Placing orders for school supplies, 
equipment, textbooks, et cetera 
e. Preparing annual reports for the 
superintendent's office 
f. Checking and filing of pupils' program 
cards and life history cards 
g. Typing tabulation and statistical reports 
h. Recording grades on per.manent office cards 
i. Preparing annual reports for the state 
j. Assisting in program scheduling 
6. The five daily duties most frequently mentioned by 
the principal's secretary, that take over two hours of work, 
according to frequency of response are: 
a. Answering the telephone 
b. Preparing transcripts of grades 
e. Typing straight copy work 
d. Meeting school visitors 
e. Making appointments 
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7. The five most frequently mentioned daily duties 
considered by the principals' secretaries to take one to 
two hours are: 
a. Typing master carbons for the duplicating 
process 
b. Taking dictation and transcribing notes 
e. Answering t he telephone 
d. Typing straight copy work 
e. Preparing transcripts of grades 
8. Those five most frequently mentioned daily duties 
taking one-half to one hour are: 
a. Meeting school visitors 
b. Composing and typing letters with or 
without instructions about content 
e. Taking dictation and transcribing notes 
d. Checking absences in classes 
e. Answering the telephone 
9. Those five most frequently accomplished duties 
taking less than one-half hour are: 
a. Handling incoming mail 
b. Making appointments 
c. Folding and inserting letters and 
sealing envelopes 
d. Issuing tardy slips 
e. Preparing and filing material 
10. Those five most infrequent activities performed by 
the principals' secretaries that are done once or twice 
weekly are: 
a. Making bank deposits 
b. Making requisitions for purchases 
c. Participating in meetings with school principal 
d. Making out purchase orders 
e. Composing or typing letters with or without 
instructions about content 
' I 
• 
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11. The five most infrequent duties done monthly or 
less often are: 
a. Preparing graduation lists 
b. Typing honor roll lists 
c. Typing programs of classes 
d. Preparing annual reports for superintendent 
e. Recording grades on permanent office cards 
12. The five most frequently .mentioned activities 
which were considered by secretaries to be in great need 
of improvement are: 
a. Preparing transcripts of grades 
b. Answering the telephone 
e. Checking absences in classes 
d. Keeping insurance records 
e. Recording grades on cumulative records 
13. The five most frequently mentioned activities 
indicated by secretaries to be in need of .moderate ~prove-
ment are: 
a. 
b. 
c. 
d. 
e. 
14. The 
TYping tabulation and statistical reports 
Assisting in program scheduling 
Prep&ring and filing material 
Making requisitions for purchases 
Recording grades on per.manent office cards 
five most frequently mentioned activities 
indicated by secretaries to be in need of little or no 
improved techniques or short cuts are: 
a. Typing .master carbons for the duplicating 
process 
b. Typing honor roll lists 
c. Typing straight copy work 
d. Typing attendance reports 
e. Taking dictation and transcribing notes 
In general, the findings of the study indicate that 
the work of the high school principal's secretary is 
varied in .many respects. Some techniques are in need of 
• 
vast improvement while others are carried out quite 
smoothly without need for improvement. 
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It is, without a doubt, the general feeling that a 
high school principal's secretary is kept quite busy, 
although in many cases she is not overburdened. 
The educational secretaries should have the proper 
background and training, with stress on continuous 
improvement in education, .if they wish to r etain their 
professional standing. 
The educational courses selected by the educational 
secretary should be deter.mined by the demands of the 
individual secretary's job and by the needs of antici-
pated future positions. 
The findings of this study should be considered in 
the development of educational courses for the training 
of secretaries. 
Further studies should be made which will contribute 
educational infor.mation on courses and content which will 
be most beneficial for the high school principal's 
secretary • 
• 
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.o3:;•'_nr:::_:))}).tie , of the high sc.i::~ oo J p:d.nc:tpal '1 S se,..:retary 
~~- •.u:.. irr shov!ing the need f'or sho:.:t cr. ts ~.ncl i mp::-..·oved 
· :t~~-~tes. TI!e 8tudy is also benef·~oial in helping to 
r1.ov-:-•lop an ideal prog:cam of s t udies 1'ol· EJd.u~atlonal 
... -:-e~n.:ios c 
'l'hi s s tue.y is being conduc t ed under t he directi on f 
~.,o.:.: l,{~r J .. Sluder ~- As so cia te Pro feB so1• of Bllsin<?'3S Eduf:a t.io1 
r,·ston Univcrsity c 
· {ct:r a ssistance and promptness :l.n comple ·t.ing an d 
r·ctnrn1.ng th e e1 '"'J osed check list will be greutly app:reeiatedo 
..:. ::-:; tu...:::oed. self~ _ddre s sed enve1ope ls enclo aed f'or your 
·::.:: ,t;:;:J.:ence A11 the information v1ill be held in s t rictest 
2()'1 f' i ci.srlee and appear only in tabulated fol"J:D.., 
1fhank you f or YOUI ' co opera tion and part icipation in 
~ :.Jpin.&: to make th"is s tudy a SU('cess ,. 
:::- ·'.!.. ::J s l!'es , ','.le..., t ton11 : re 
Stf'...r.:tped envelop e 
Sincerely yours t 
Me.-:.. . y if\.1 oll ing 
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SECHE'rAI1Y 
1 ., Name 
-··- ·----·--- ________ ..;_ _ 
2, .~.d<~r-:;ss ; ' { i;i ty or •rovm ) 
3 ... E:o"':, ... long ha~~·e you bse.n ·emp loyed in yt I' }:) l'te se!l t pt)G i tion? 
L~- _, Are yo u employed on a f'ull" ·t;im.e basi.s? . (Plea se check ) 
·res No 
5~ Hmy many other office workers are et1pl.oyed in yoar office? 
( o t11- r than s tuden t-g) 
a.. on a p ..... rt· ~ time baE.lis? 
------------- b e on a full - time basis? 
·---- c ~ total 
6.. 1:'1l1.a t i.s the aver·age number of' hours you Yv-ork each wee .. ? 
7 ~ Wore yo u 1 .. equireG. t o take · any type of cl0rical exarnina tion in_ 
order to obtain the position you hold~' {Please che ok} 
Yes No 
--- ---
8 .. Indicate by a check mark or ma:rks how you obtained your position ,, 
c 
cL 
f " 
personal application 
employment agency 
clas sified advertisement 
civi l service ofrice . 
through parents o r friends 
oth er (please state) 
9 ,, Heva you had any previous sec'~etarial of:f'ice~wo rk experience? 
Yes No 
lf nLimber of years of experiencp 
type of work experience 
10.. Please indicate the epproxtm.e.te n.u.m.ber of students in the paL ttcular 
s c.. ool in which you B.re e.m.ployed? 
11 Rare you had -any- training 'b8~rond the high school level? 
Ye s ___ Xo ____ I:i:' Yes t '_ease explain~ __ _ 
12. Do you. feel "ovo ~··burde.nedn vii·c.h duties and respons:C.ili ·cl-es-tl~f:i t. yi:)u 
st. ongJ.y feel could bo done by others·( 
Yes ____ No _____ If Yes~ p :L GC.3B e~·~_,_J .. c:d.no.------· ·------
----------··----- --·-- ---·--· -- -·------·----------·---
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ir~:r .. -~11 ,-.;..::; ' · :3:. , .. :r ~' 
:~ <. ••• ~ ':l.il !J ci.:...m,~nt ., - • • • • 
o'&:;.dl ·ng in~7 nmi::: : ill~.D. G • o • o 
f.~Pr;arin& i~:'"tmt:v!"ip·i~~ Of gr.a.d ;:,.:• • < 
1·~.din2; ttld in.::-:rting l"'tt ::.!" l\ rr..d 
~ ,. ~1 i;!.g :.~~~r.'f "' \ .. f ~: ~. .. _.. " o • ~ o • • 
•_1,· · ~~~: a follm'f'"'.l.P fih a ~ ~l ~"-. i'l'.~-~Y 
;· .i' '.ne; m\m:.t.:J of' f'ae~~lty J'il,::-.: ·br.g" ~ 
~~~1-~ .:n~ :....~.'.:; n. o";i ·:,,~ and bull·1t;ln::J 
-~} .... Oh(:'":ol'! 8 ~J!-1C':01 b r:~t·d n: .·.~:nbf~f'D 
~.rr .. i f· .. C"'·l'!. · ~j"' • c Q • o) • 0 • • ,Q (;. 0 
T.(n~ i f:J' • ,.tjl ...., ~n .. . , ""'' ' .:' ~ 0' ~ • . p .. n ,, fill, :)d ., •• 11 .... ~s ~nt., -
~ ~-~ 'in t·~ r~ 4: ~ ••• "' • 
·. i~ tinr. in p·-:-o·e.m sch~ .~t· 1i nF.;• 
·u~ ~~ ing sub~tit~~~ tsaoh~ra 
"1.<•!;_ th')y $.~ ·~ ll3'Gd!:ld 0 •••• 
f ., p :.r':; a ,.,,lJ."ndar for eniJ:h·;:) 
... : .. ~~, y~a~ f .:-i;;"yiti~~ s th !J.. .; 
t; •. , t~. ,8,}.:(-t p:;, C .'> ._ • • • 
Pt•."'~i ~('}ipa.ting in iil?sting vrith 
:··~l~t'iJ~. ~ -)r oonn.:?~ 0 0 ••• Q • • e 
Ft, p~o.rin~ t,nd fili;'ig I!lat0;;>ir:..~. · 
·- 'P ' r:\.ng ;Johool oal".nde.r cf 
'(lr."U:htye, va~e.ti~. s., c-:-, oo • • 
1- r :<r,nr ing tJ.nnual reports to t~ ity 
•"'•••.,•uou 
Pr··7;_&l·ing a.nnunl rl3iJcr ts f or 
-· •\['[ rini;;~ d r .. ':;" • 0 • • • • • 
• '. OJ?!l_,.. ing fl'.r:. u.al repc·.r +;::: fGr s ·~a ~~ 
Y,'r 0 t\ l"i:::lg ~t h c·tcl manual rc;::o 
> · .~J ~ c:;k: • •• o • ·u '~ 
1r .. \. :ng ~u~ t'.mpl.:·yn1·"'-nt:. c~rt ~_ ri ··· ~t :,B 
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1~ ':::'yp .~·wrft.:) 
2 ~ D pl ioator 
5o Add ing mM:!i. i.c~.:: . 
• 0 
ELEC!TlUC MANUAL MAKE 
' ' 
10 Fay Street 
Wilmington, Massachusetts 
April 5, 1956 
Dr. Ruth Anderson, Dean 
North Texas State College 
Denton, Texas 
Dear Dean Anderson: 
I am at present a master's degree candidate at 
Boston University, Boston, Massachusetts, studying 
under the direc~ion of Lester I. Sluder, Associate 
Professor of Business Education. 
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I am preparing a thesis based on prGfessional 
secretaries and wondered if' you might have some 
pertinent inf'or.mation in pamphlet or book for.m, which 
would aid me with my related research chapter. · 
Any material which you might send me, or any 
statistics or achievements of' your National Secre-
taries Association, would be greatly appreciated. 
Sincerely, 
Mary Welling 
10 Fay Street 
· Wilmington, Massachusetts 
April 5, 1956 
Mrs. Lilyan Miller, President 
The National Secretaries Association 
25 East 12th Street 
Kansas City, Missouri 
Dear Mrs. Miller: 
I am at present a master's degree candidate at 
Boston University, Boston, Massachusetts, studying 
under the direction or Lester I. Sluder, Associate 
Professor ot Business Education. 
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My study is concerned with the duties and re-
sponsibilities of secretaries in the New England 
area. Would you please send m~ any intor.mation you 
may have which would aid me with my related research 
section. 
Any suggestions you may Aave or any help you 
can give me will be greatly appreciated. 
Sincerely, 
Mary Welling 
INSTITUTE 
FOR 
CERTIFYING 
SECRETARIES 
Inc. 
J~I'IET CHAMPNEY 
Secretaty, University of Rochester) 
.ochestltt, New York 
USS DOROTHEA L. CHANDLER 
:allege ol Business Administration 
.yracuse "Jnlvenlty 
.yracuse, ~ow York 
~ISS ERN~ niNE C. DONALDSON 
:chool of Business Administration 
Jniverslty of Minnesota 
Mnnoapolis, Minnesota 
~ISS ETHEL KEMPE 
Secretary in Phetteplace and Jacobson, M. D.) 
70 West 1Zth 
ugene, or,.gon 
lR. CHARLES J. LEONARD 
resident, Panc:ma-Beaver, Inc. 
S33 Touhy Avenue 
hicago <45, Illinois 
,R. J. J. McKEON 
ice-Pres/dent, SoundScrlber Corporation 
(6 Munson Street 
law Haven -4, Connecticut 
R. FRANCES MERRILL 
ssociale Dean of tho Institute 
rake University 
as Moinea, Iowa 
.RS. LILYAN MILLER 
•at President 
atlonal Secretaries Association 
i1 Blaine Avenue 
krorl, Ohio 
ISS SARAH MONTOYA 
:ecrelary to Dr. Georg.t N. Thompson) 
109 Dozier Street 
11 Angeles 63, Callfon1la 
ISS ANNIE MAE MOORE 
:ecretary In Merit System Council for Texas) 
1-4 Littlefield Building 
~~tin, Texaa 
t. ESTELLE L POPHAA\ 
•ntar College 
'5 Park Avenue 
tw York 21, New Ya•k 
R. ROBERT SLAUGHi'ER 
'ce-Presidenf, McG raw-Hill Book Company 
10 West .42nd Stre.t 
tw York, New Y•.H"k 
lOFESSOR GEORGE WAGONER 
1llege of Busl.1ess Administration 
1e University of Tennessee 
1oxville, Tennessee 
ISS CAS'ANDRA WATERMAN 
esiderf National Secretaries Association 
:2-68~• Street 
lagara Falls, New York 
~. ROBERT DENNY WATT 
esldenl, Electro-Walt, Inc. 
t~ercer 
,__.Washington 
IS. MARY WEBER 
ocrelary in Waco Manufacturing Company) 
20 Edgewood Avenue 
nnaapolls 16, Minnesota 
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A DEPARTMENT OF 
THE NATIONAL SECRETARIES ASSOCIATION 
Mis s Mary ¥klling 
10 Fay Street 
Wilmingt on, Massachusetts 
Dear Miss Welling: 
DR. RUTH I. ANDERSON 
Dean of tho Institute 
North Texas State College 
Denton. Texas 
April 9, 1956 
I am enclosing copies of our latest CPS brochure, 
educational brochure, and management brochure, together 
with a brief history of the CBS program which should 
be of some help to you in working on your thesis. 
We now have 772 CPS holders in the United States and 
we have over 1100 additional applicants taking the 
examination in May at 48 test centers throughout the 
nation. 
I would suggest that you check the CPS page of the 
National Secretaries Association ma gazine, THE SECRETARY. 
This past winter, I believe in the October issue, an 
article on this page written by Mr. George Wagoner, 
gave a good many statistics about the program which 
would probably be helpful in your chapter on research. 
If you have any specific questions you would like to 
ask after checking the enclosed material, please let 
me know. 
Very sincerely, 
GJ#_J£.~ 
Dean 
Institute for Certifying .Secretaries 
be 
Enc. 
